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CLASS SPECIFICATION 

SAN DIEGO CITY CIVIL SERVICE COMMISSION 

TRAINING SUPERVISOR 

DEFINITION: 

Under direction, to supervise a subordinate staff and collateral duty instructors in developing 
and implementing a department-wide training program; and to perform related work. 

 * EXAMPLES OF DUTIES: 

! Plans, assigns and supervises the work of a subordinate staff engaged in designing, 
developing and implementing a department-wide training program; 

! Conducts department-wide training needs assessments; 
! Coordinates, recruits and schedules collateral duty instructors and trainers; 
! Develops standard formats for lesson plans, workbooks and training materials; 
! Develops and updates curricula and course materials; 
! Designs, facilitates and conducts training sessions on supervisory and communications 

skills and other general areas of knowledge; 
! Evaluates feedback on course content and presentations; 
! Evaluates the suitability of commercially available training materials; 
! Selects and trains subordinates and evaluates their work performance; 
! Prepares correspondence and reports. 

  MINIMUM QUALIFICATIONS: 

Please note: the minimum qualifications stated below are a guide for determining the education, 
training, experience, special skills, and/or license which may be required for employment in the 
class.  These are re-evaluated each time the position is opened for recruitment.  Please refer to 
the most recent Job Announcement for updated minimum qualifications. 
 
College graduation with a Bachelor’s degree in education, instructional design, instructional 
media technology or closely related field; AND three years of professional experience in 
developing and/or presenting structured adult learning programs; OR four years of full-time 
supervisory experience in public works field operations, customer service or occupational health 
and safety functions, which must include two years experience developing, administering and/or 
presenting structured adult learning programs, OR four years of full-time experience developing 
multimedia presentations/materials such as computer-based training, film or computer-based 
print applications for structured adult learning programs.  Masters degree in Education, 
Instructural Design, Instructural Media Technology or a closely related field may be substituted 
for a maximum of one year of the required experience.  Qualifying experience as listed above 
may be substituted for education lacked on a year-for-year basis.  Possession of a valid 
California Class C Driver’s License. 
 


